
Office 365 Applications
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Office 365 Applications General Overview

General:

As part of Office 365, subscribers are offered the full suite of Office 365 computer 
based applications for up to five computers, five phones and five tablets.  
Although this has benefits, it is unwise to use applications you are not familiar 
with them unless you have business need to do so and have had training.

• Office General Applications / Tools
• Includes:     Excel, Outlook, PowerPoint, Word, OneDrive
• All staff should use

• Office Specialized Applications
• Includes: MS Access
• Specialized needs use

• Collaboration Applications / Tools
• Includes: Skype for Business, OneNote, SharePoint Online 
• Part of collaboration rollout activities
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Installing Applications
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Installing Applications Launching Office 365 Online 

Staff selects Office 365 icon from the desktop and it launches Office 365 
online. It opens in outlook as default.
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Installing Applications Downloading Applications

Staff opens the 
setting menu by 

selecting the Gear 
symbol

Staff then selects Office 365 in 
the My app settings section to 

access the applications 
maintenance area
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Installing Applications Verify Application Status

Staff selects Install 
status to view where 

they have copies 
installed
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Installing Applications Confirm Install Status

Staff can see 
all 

applications 
and the 
machine 
name on 

which they 
are installed 

Staff can move to the 
install application 

screen by selecting 
this link

Staff can 
deactivate 
licenses on 
machines 
they are 

deposing of 
to reclaim 

those licenses
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Installing Applications           Installing Applications

Staff can select to Install to trigger 
the Office 365 installation on a 

desktop or laptop

Or choose 
another 

application 
install on a 
phone or 

tablet
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If staff chooses another 
application that install screen 

appears 

Staff starts the process by 
selecting Install

Installing Applications           Installing Applications
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Installing Applications                        Phone & Tablet Installs

Should Staff select Phone and Tablet install they are 
brought to a selection screen to choose the type of 

device they want to install on

They then select that choice and follow the instructions 
on the pages displayed.
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Activating applications
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Applications Activating the applications  

To begin the process 
the staff person selects 
the Windows symbol. 
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The upgrade software will be downloaded and activated on your primary 
computer. 

If you decide to load software on other machines you are able to do this.  When 
you do the software will be loaded but needs to be activated before use.

O
ff

ic
e 

3
6

5
 –

Tr
an

si
ti

o
n

 B
ri

ef
in

g 
–

O
ff

ic
e 

3
6

5
 A

p
p

lic
at

io
n

s



Applications Activating the applications 

Once the selection menu 
appears, the staff person 

selects the Microsoft Office 
choice. 
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Applications Activating the applications

Once selected, a list of 
all Office elements is 

displayed

The un-highlighted 
applications are those 

which have been activated 
and should look like this list
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Note:  Unless activated the applications will not operate

To activate an application you 
select it and it will become 

unlighted and active
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Pinning applications icons

to the desktop
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Applications                                               Pin Icon to desktop
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Staff selects 
application 
and right 

clicks.  

They then choose 
Pin to Taskbar 

from the menu of 
choices
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The 
application 
icon now 

appears in 
the taskbar.

Applications                                         Pin Icon to desktop
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Right click 
on icon and 

select 
‘unpin from 

task bar’

Applications                                        Remove Icon to desktop
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